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introduction 


The  role  of  advisory  councils  in  vocational  education  over  the  years  has 
involved  advocacy,  employment  assistance,  curriculum  development,  and 
evaluation  as  well  as  other  functions.  All  of  these  functions  comprise  parts 
of  the  goal  of  program  improvement.  How  to  effect  program  improvement 
concerns  many  vocational  instructors  and  administrators  across  the  country. 

One  of  the  purposes  of  the  Carl  D.  Perkins  Vocational  Education  Act  of 
1984,  PI.  98-524,  is  to  promote  greater  cooperation  between  public  agencies 
and  the  private  sector  in  preparing  individuals  for  employment,  in  promoting 
the  quality  of  vocational  education,  and  in  making  the  vocational  system  more 
responsive  to  the  labor  market.  A  strong  thread  of  private  sector  involvement 
is  woven  throughout  the  Act.  One  of  the  most  effective  means  of 
accomplishing  private  sector  involvement  is  through  the  utilization  of  active 
local  advisory  groups. 

Whether  the  advisory  groups  are  called  advisory  councils,  advisory 
committees,  or  local  technical  committees  (LTC)  is  a  matter  of  local  choice. 
At  the  local  level  it  may  be  desirable  to  borrow  language  from  the  Perkins 
Act  relating  to  required  technical  committees.  State  technical  committees  are 
to  advise  on  the  development  of  state-of-the-art  curricula  that  addresses  state 
labor  market  needs.  For  simplicity  in  this  Handbook,  however,  the  term 
"council"  will  be  used. 

The  purpose  of  this  Handbook  is  to  assist  vocational  instructors  and 
administrators  in  fully  involving  local  advisory  councils  in  the  process  of 
improving  the  quality  of  vocational  programs.  Providing  guides  for  instructors 
in  building  a  solid  working  relationship  with  council  members,  the  Handbook 
helps  instructors  prepare  for  council  meetings  and  suggests  specific  response 
mechanisms  from  council  members.  This  feedback  allows  each  council  member 
to  record  observations  relative  to  the  program  to  avoid  the  frequent  criticism 
of  poor  communication  between  the  council  and  the  school.  Local  advisory 
councils  can  be  effective  partners  in  program  improvement  because  they  know 
precisely  what  is  expected  of  a  prospective  employee  in  the  business  or 
industry  they  represent.  Blending  the  expertise  of  advisory  council  members 
with  the  instructional  skills  of  the  vocational  instructor  precedes  building  a 
high  quality  vocational  education  program. 


Structure  of  Local  Advisory  Councils 

Although  there  may  be  administrative,  general,  and  ad  hoc  advisory 
councils  serving  a  school  or  a  group  of  vocational  programs,  it  is  essential  for 
developing  and  maintaining  quality  programs  that  specific  expertise  be  made 
available  to  program  instructors.  Therefore,  this  Handbook  will  focus  on 
vocational  instructional  program  advisory  councils.  However,  a  short 
description  of  other  types  of  advisory  councils  may  be  helpful  to  the  vocational 
instructor.  The  recommendations  from  councils  are  advisory,  and  final  policy 
is  vested  in  the  local  governing  body,  such  as  a  board  of  education  or  board 
of  trustees. 


Administrative  Advisory  Council 

The  administrative  advisory  council  is  organized  for  the  specific  purpose 
of  improving  lines  of  communication  between  area  vocational  schools  and 
those  schools  sending  students  to  an  area  vocational  school.  This  council  deals 
with  schedules,  calendars,  new  programs,  student  recruitment,  transportation, 
and  other  items  that  are  necessary  for  the  administrative  body  to  consider. 

The  members  of  this  council  are  generally  the  chief  school  administrators 
of  each  of  the  participating  districts,  although  it  is  not  unusual  for  a  guidance 
counselor  to  be  a  member.  In  large  metropolitan  areas,  the  principals  or 
assistant  principals  of  high  schools  sending  students  to  the  area  center  are 
often  the  council  members  representing  their  schools.  Each  school  sending 
students  to  the  area  school  should  have  a  representative  on  the  administrative 
council. 


General  Advisory  Council 

The  general  advisory  council  is  appointed  for  the  specific  purpose  of 
advising  the  vocational  administrator  regarding  the  maintenance,  extension 
and  improvement  of  the  total  vocational  education  program.  Members 
consider  the  findings  of  the  more  specialized  instructional  program  advisory 
councils  and  draft  recommendations  to  present  to  the  local  board  of  education 
or  board  of  trustees,  administration,  and  vocational  staff. 

The  primary  function  is  to  advise  in  planning,  recruitment,  placement,  and 
public  relations.  In  fulfilling  these  responsibilities,  the  council  members  help 
to  maintain  quality  vocational  education  and  insure  support  from  the 
community. 


Ad  Hoc  Advisory  Council 

Ad  hoc  councils  are  generally  of  short-term  tenure,  appointed  and 
organized  for  a  specific  purpose  such  as  pre-operational  program  planning, 
student  recruitment,  preparation  for  an  evaluation  or  any  special  problem 
that  may  arise  during  the  development  or  operation  of  a  program  of 
vocational  education.  Following  the  completion  of  the  specific  assignment,  the 
ad  hoc  council  is  terminated.  However,  members  of  the  council  may  be  further 
utilized  as  members  of  permanent  councils. 


Description  of  vocational  instructional  Program 

Advisory  councils 

Vocational  instructional  program  (VIP)  advisory  councils  are  officially 
appointed  by  the  governing  board  of  the  local  education  agency  or  institution. 
Members  are  volunteers  who  share  an  expert  working  knowledge  of  the  job 
tasks  and  competency  requirements  for  specific  occupations.  With  members 
drawn  primarily  from  the  private  sector  of  the  community,  with  appropriate 
public  sector  representation,  the  principal  purpose  of  this  council  is  to  improve 
the  quality  and  impact  of  instruction  in  programs  that  prepare  workers  for 
the  target  occupations.  The  councils  provide  advice  in  areas  such  as 
occupational  performance  competencies,  instructional  objectives,  equipment 
selection,  facility  layout  and  modification,  job  requirements,  credentials, 
program  articulation,  labor  market  needs  as  well  as  trends,  career 
opportunities,  instructor  competencies  and  retraining  strategies,  and  student 
recruitment  and  orientation. 

However,  it  should  be  noted  that  council  activity  is  limited  to  suggestions, 
recommendations,  and  assistance.  Authority  does  not  include  administrative 
or  faculty  control  of  the  programs;  these  responsibilities  are  reserved  for  the 
local  education  agency  or  institution. 

On  the  other  hand,  because  council  members  have  expert  knowledge  in 
the  program  field  and  because  the  council  has  chartered  or  constitutional 
authority  granted  by  the  governing  board  of  the  local  education  agency  or 
institution,  council  advice  is  taken  seriously  by  instructional  program  officials. 
VIP  councils  are  goal  oriented  toward  program  improvement.  They  promote 
constructive  and  necessary  change  within  a  program,  generating  and 
transmitting  any  ideas  to  the  program  from  the  employment  community  and 
from  the  program  to  the  employment  community. 

Focusing  on  helping  vocational  instructors  to  develop  and  use  VIP  advisory 
councils,  this  Handbook  suggests  a  format  for  several  regular  meetings.  Each 
meeting  is  devoted  to  a  specific  part  of  a  vocational  program  to  further 
develop  the  partnership  of  the  community,  represented  by  advisory  council 
members,  and  the  instructional  staff  as  they  strive  for  program  improvement. 


Procedures  for 
Establishing  the  Advisory  Council 

Generally,  the  establishment  of  an  advisory  council  starts  with  the 
vocational  instructor  and  school  administrator  discussing  the  role,  function, 
and  purposes  of  an  advisory  group.  They  will  also  discuss  the  organizational 
structure  and  the  procedure  for  establishing  such  a  group  The  school 
administrator,  in  turn,  advises  the  local  governing  board  of  the  need  for  the 
formation  of  an  advisory  council  and  recommends  an  establishment  of  such 
a  group.  The  local  board  adopts  a  resolution  or  authorization  statement  to 
this  effect.  A  sample  statement  of  authorization  appears  in  Figure  1. 


Figure  1 
Sample  Statement  of  Authorization 

Authorization  for  the  Establishment  of  a  vocational  instructional  Program 

Advisory  Council  for 

(name  of  program) 

The  Board  of  (local  education  agency  or  institution)  hereby  approves  and  authorizes  the 
establishment  of  a  citizens'  advisory  council  for  the  (name  of  vocational)  program.  The  work 
of  the  council  will  be  limited  to  the  legitimate  concerns  of  the  (name  of)  program  unless  other- 
wise authorized  by  action  of  the  Board.  The  council  will  operate  as  prescribed  by  the  Policy 
Statement.  The  Board  reserves  the  right  to  terminate  the  services  of  any  council  member  at 
any  time  it  believes  that  such  action  would  be  in  the  best  interests  of  the  school  system. 


Date 


Charter  or  constitution 

Effective  VIP  councils  are  guided  by  a  charter  or  constitution.  In  the  charter 
or  constitution,  the  governing  board  presents  guidelines  and  policy  for  the 
council,  eliminating  many  potential  problems,  in  the  following  areas: 

Name  of  the  council  and  its  governing  board 

Purpose  of  the  council 

Relationship  of  the  council  to  the  educational  governing  board 

Council  membership 

Organizational  structure 

Procedural  rules  or  bylaws 

The  charter  or  constitution  must  be  a  written  document,  included  as  part 
of  the  official  policy  guidelines  of  the  local  educational  agency  or  institution. 
Once  approved,  it  can  be  amended  only  by  the  governing  board.  However, 
the  council  does  develop  its  bylaws  and  operational  rules. 

Figure  2  is  a  sample  charter  or  constitution  for  a  VIP  advisory  council.  The 
example  is  not  intended  to  be  exhaustive;  rather,  it  is  an  illustration. 


Figure  2 
Sample  VIP  Advisory  Council  Charter 

Charter  for  vocational  instructional  Program  Advisory  council 

I.  The  Council  will  be  called  the  (name  of  Council). 

it  is  authorized  by  the  (name  of  governing  body)  and  will  serve  at  the  pleasure  of 
the  governing  body. 

II.  Purposes 

The  Council  is  created  for  the  purpose  of  working  with  the  (name  of  vocational 
program)  and  shall  limit  its  activities  to  advising  on  matters  that  directly  concern  the 
instructional  program.  The  specific  purposes  of  the  Council  may  include  the  following 
responsibilities: 

•  assist  in  placing  students  at  work  sites 

•  determine  necessary  entry-level  skills,  attitude,  and  knowledge  competencies 
as  well  as  performance  levels  for  target  occupations 

•  facilitate  cooperation  and  communication  between  the  training  program  and 
the  economic  community 

•  assist  in  program  evaluation  by  comparing  training  outcomes  with  training 
objectives  for  entry-level  competencies 

•  study  number  of  workers  needed  by  target  occupation  in  the  community 

•  help  recruit  students  into  the  program 

•  assist  the  program  in  setting  training  priorities,  including  participating  in 
ongoing  planning  activities  of  the  program 

•  facilitate  instructor  inservice  education  through  arranging  exchanges  with 
industry  personnel 

ill.     Relationship  of  Council  to  Educational  Governing  Board 

it  is  the  role  and  sole  prerogative  of  the  Board  to  enact  policy.  The  VIP  advisory 
council  is  expected  to  offer  recommendations  for  instructional  programs  and  to 
provide  information  relevant  to  policy  about  the  instructional  program  to  the 
administration  and  instructors. 

IV.  Membership 

•  Composition.  The  VIP  advisory  council  shall  consist  of  (number  of) 
members.  Members  will  be  selected  and  appointed  by  the  Board.  VIP  council 
members  will  constitute  a  cross-section  of  the  employment  community,  with 
special  emphasis  on  private  sector  employees  and  employers.  Moreover,  at 
least  60  percent  of  the  council  membership  should  be  employees  in  the  target 
jobs  or  supervisors  of  such  employees.  Membership  shall  include 
representation  of  minority  and  target  groups  whose  interests  must  be  served 
in  vocational  education. 

•  Term.  A  term  of  office  shall  last  for  three  years,  with  one-third  of  the 
membership  appointed  each  year.  Terms  shall  not  be  renewable  within  11 
months  after  conclusion  of  an  earlier  term.  Terms  will  begin  on  August  1. 

V.  Organizational  Structure 

•  Officers.  The  council  will  have  a  chair,  a  vice  chair  and  recording  secretary  who 
are  elected  for  one-year  terms  by  the  membership.  Elections  for  the  next 
term  will  be  held  at  the  last  meeting  of  the  present  term. 


VI.     Procedural  Rules 

•  Bylaws.  The  Council  will  draft  and  adopt  a  set  of  written  bylaws  on  or  before 
September  1  of  each  year.  The  bylaws  govern  council  operation.  Bylaws 
require  a  two-thirds  vote  for  adoption  or  change. 

•  Meetings.  The  council  will  meet  at  least  (number  of)  times  per  year. 
Written  notices  of  upcoming  meetings  will  be  mailed  to  members  at 
least  ten  days  before  meeting. 

•  Minutes.  Minutes  of  each  meeting  will  be  kept.  Copies  will  be  mailed  to  the 
board,  local  administrator,  instructors,  and  council  membership  within  two 
weeks  after  a  meeting. 

•  Recommendations  and  Reports.  Council  recommendations  and  reports  will  be 
submitted  in  writing  to  the  board.  Documents  will  include  both  suggested 
action  and  justification  for  suggestions.  The  board  will  respond/react  to  such 
recommendations/ reports  in  writing. 

•  Dismissal.  Members  who  are  absent  without  reasonable  cause  from  three 
successive  meetings  will  be  considered  to  have  resigned  their  seat.  The  Council 
will  move  to  fill  the  position. 

•  Public  Announcements.  While  members  are  expected  and  encouraged  to 
discuss  the  instructional  program  within  the  community,  members  shall  not 
report  opinions  expressed  in  meetings,  nor  shall  they  report  independently  on 
Council  action. 


Bylaws 

Bylaws  are  operational  rules-formally  stated  guidelines  ruling  the  selection 
of  officers,  the  appointment  of  subcommittees,  the  responsibilities  of 
members,  the  conduct  of  meetings,  and  the  implementation  of  the  work  plan. 

Because  the  rules  of  operation  may  need  to  change  as  the  work  plan  or 
council  membership  changes,  the  bylaws  must  be  discussed,  revised  and 
adopted  at  the  beginning  of  each  new  school  year. 

Figure  3  is  a  sample  of  council  bylaws  and  is  not  intended  as  a  prescriptive 
example. 

Figure  3 
Sample  of  VIP  Advisory  Council  Bylaws 

ByLaws 

(name  of  council) 

(name  of  local  education  agency  or  institution) 

(date) 

A.     Committee  Operation 

1.  Meetings  will  be  held  at  7  p.m.  on  the  first  Thursday  of  every  month  unless 
otherwise  specified  in  the  work  plan. 

2.  At  least  six  meetings  will  be  held  each  school  year.  The  exact  number  of 
meetings  will  be  determined  by  the  annual  work  plan. 

3.  The  Executive  committee  will  develop  the  agenda  for  each  meeting. 

4.  The  work  plan  will  be  used  to  set  the  agenda  for  each  meeting. 
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5.  Meeting  sessions  will  be  limited  to  approximately  two  nours. 

6.  Discussion  to  obtain  consensus  will  be  the  prevailing  procedure  used  at 
meetings.  Parliamentary  procedure  will  be  used  when  a  decision  is  to  be 
recorded  and  transmitted  as  a  recommendation. 

7.  A  quorum  will  consist  of  a  simple  majority  of  appointed  members. 

8.  Meeting  minutes  will  be  recorded  for  each  meeting.  They  will  be  distributed 
to  each  member  and  appropriate  school  officials. 

B.  Subcommittee 

1.  Standing  subcommittees  will  be  established  for  membership,  curriculum, 
equipment,  employment  projections,  and  entry-level  competencies. 

2.  Subcommittees  may  be  of  any  size,  but  usually  will  number  three  or  four 
members  each. 

3.  Subcommittees  will  elect  their  own  chairs. 

C.  Officers 

1.  Officers  will  be  elected  by  a  simple  majority.  Officers  will  serve  a  three-year 
term  and  may  be  reelected  following  a  one-year  lapse  between  terms. 

2.  Officers  will  include  a  chair  and  a  secretary. 

3.  Officers  will  be  elected  at  the  first  meeting  of  each  new  year. 

D.  Member  Responsibilities 

1.  Each  member  is  expected  to  attend  meetings  and  to  participate  in  work 
activities. 

2.  Each  member  is  expected  to  study  the  issues  or  problems  which  come  before 
the  Council  in  order  to  contribute  to  the  resolution  process. 

E.  work  Plan 

1.  The  VIP  Advisory  council  will  plan  and  conduct  an  annual  work  plan.  Topics, 
goals,  activities,  time  lines  and  responsibilities  will  be  noted  in  the  plan. 

2.  The  plan  will  be  established  during  the  first  two  meetings  of  the  council  each 
year. 


Selection  of  Members 

In  order  for  the  VIP  Advisory  Council  to  serve  as  a  means  of  effective 
communication  between  vocational  programs  and  the  citizens  to  be  served, 
the  membership  must  be  representative  of  the  total  school  service  area. 
Members  may  be  selected  to  represent: 

1.  Geographical  sections  of  the  school  service  area 

2.  All  types  of  business  and  industry,  particularly  those  predominant 
in  the  area 

3.  Both  labor  and  management 

4.  Parents  of  vocational  education  students 

5.  Former  vocational  students 
6     Various  age  levels 

7.  Different  educational  levels 

8.  Both  sexes,  handicapped  individuals,  and  racial  and  ethnic 
minorities  found  in  the  area  served  by  the  program 


This  representation  will  enable  the  advisory  council  to  reflect  the  points 
of  view  of  the  various  segments  of  the  community  being  served  by  vocational 
education.  In  addition,  a  vocational  instructor  and  representative  of  the 
administration  should  serve  as  nonvoting  consulting  members.  Although  the 
administrative  representative  need  not  be  present  at  all  meetings,  the 
vocational  instructor  should  be  in  attendance  at  all  meetings  to  provide 
information  and  to  participate  in  discussion. 

Personal  qualifications  are  another  consideration  in  deciding  who  should 
serve.  Some  of  the  qualities  which  are  desirable  are: 

1.  Interest.  Choose  motivated  persons  who  express  sincere  interest 
in  the  program.  Members  must  be  willing  to  devote  the  energy 
and  attention  required  to  do  a  good  job.  Often  this  means  being 
dedicated  both  to  their  occupation  and  to  the  training  process. 

2.  Availability.  Seek  members  who  will  be  available  in  terms  of  time 
and  location.  Members  must  attend  meetings,  work  on  projects 
and  work  in  the  employment  community  on  behalf  of  the 
educational  program. 

3.  Character.  Seek  members  who  have  earned  the  confidence  of 
their  associates  in  the  employment  community;  a  good  reputation 
will  enhance  the  program's  standing  within  the  business 
community.  Members  must  have  the  courage  to  express  their 
own  ideas  and  must  respect,  tolerate  and  work  with  ideas 
expressed  by  others.  Cooperative,  responsible,  civic-minded, 
unselfish  individuals  will  focus  on  the  vocational  program  rather 
than  themselves. 

4.  Skill/Experience.  Seek  members  who  are  knowledgeable  about  the 
target  occupations  of  the  education  programs.  Usually  this  means 
selecting  members  who  have  work  experience  in  the  occupation 
Additionally,  seek  members  who  demonstrate  good 
communication  skills,  administrative  skills,  social  vision,  intelligence 
and  leadership. 


Size  of  the  Council 

The  size  of  the  council  is  a  very  important  consideration.  It  will  vary  by 
size  of  the  community,  the  scope  of  the  vocational  education  offering,  diversity 
of  businesses  and  industries  in  the  community,  and  the  purpose  of  the  council. 
Effective  advisory  councils  must  be  large  enough  to  reflect  diversity  of  the 
employment  community,  yet  small  enough  to  be  managed  effectively.  Twelve 
to  fifteen  has  proved  to  be  a  desirable  number  of  members  although  some 
effective  councils  are  smaller.  Councils  with  fewer  than  five  members  are  less 
effective  because  they  have  limited  perspective,  inadequate  information  on 
a  number  of  target  jobs,  and  too  few  employers  represented.  Conversely, 
councils  with  more  than  18  members  become  unmanageable  since  it  becomes 
difficult  for  any  single  member  to  feel  totally  involved  and  make  a  significant 
contribution. 
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Term  of  Service 

Staggered  terms  of  service  for  advisory  council  members  ensure  both 
council  continuity  and  ability  to  accommodate  change.  At  a  given  time,  the 
majority  of  members  will  have  served  at  least  one  year  on  the  council,  thus 
ensuring  continuity.  Change  is  accommodated  as  new  members  with  new  ideas 
are  added  to  the  council  each  year. 

A  rotational,  three-year  term  of  service  most  easily  allows  for  continuity 
and  change.  One-third  of  the  total  membership  will  be  appointed  beginning 
each  year  after  the  first  year  of  operation.  To  establish  this  rotation  with  a 
new  council,  the  original  members  draw  lots  that  set  the  length  of  their  terms 
at  one,  two,  or  three  years,  with  one-third  of  the  council  in  each  category. 
Then  new  members  are  appointed  as  terms  expire. 

Relatively  few  effective  councils  reappoint  members  to  successive  terms, 
but  require  at  least  a  one-year  absence  before  reappointment.  Establishing 
the  length  of  term  as  policy  will  clarify  the  time  demands  for  members  at 
the  outset. 


Selection  Process 

Members  may  be  elected  or  appointed,  depending  on  the  policy  of  the 
institution.  A  widely  used  procedure  for  nominating  members  is  for  the 
vocational  instructor(s)  and  the  appropriate  administrator  to  recommend  a 
list  of  possible  nominees  to  the  governing  board.  Following  acceptance  of  the 
invitation  to  serve,  notice  of  appointment  should  be  made  by  letter  from  the 
board  stating  the  term  for  which  appointment  is  made.  The  appointment 
should  also  be  presented  to  the  local  media  for  publicity. 

The  invitation  to  serve  must  be  in  writing.  Figure  4  is  a  sample  invitation 
letter. 


Figure  4 
Sample  invitation  Letter 

Date 

Ms.  Liza  Edwards 
213  west  Lyons 
Great  Falls,  MT  59401 

Dear  Ms.  Edwards: 

Your  experience  and  demonstrated  compecence  has  led  to  your  recommendation  for 
membership  on  the  Vocational  instructional  Program  Advisory  Council.  The  Council  is  composed 
of  outstanding  business,  industry,  and  civic  representatives  from  our  community.  It  works  to 
forge  closer  cooperation  between  business  and  education  by  continually  improving  the 
vocational  preparation  for  students  in  the  (name  of  VIP).  Your  insight  into  training  needs  and 
competencies  would  be  of  great  value. 

we  invite  you  to  become  a  member  of  the  Council;  your  three-year  term  will  begin  on  July 
15.  Please  consider  this  invitation  and  inform  us  of  your  decision  by  May  15.  we  look  forward 
to  working  with  you. 

Sincerely, 


The  letter  is  short,  to  the  point  and  sets  a  time  frame  for  responding.  Upon 
acceptance  from  invited  members,  the  governing  board  must  issue  an 
appointment  letter.  A  sample  appointment  letter  is  illustrated  in  Figure  5. 


Figure  5 
Sample  Appointment  Letter 


Date 

Mr.  Don  Busher 
421  west  Broadway 
Helena,  MT  59601 

Dear  Mr.  Busher: 

Congratulations  on  your  appointment  to  the  (name  of  program)  Local  Technical  Committee. 
Thank  you  for  your  willingness  to  serve.  Your  contribution  will  keep  the  program  effective 
and  up  to  date  as  well  as  help  to  make  our  community  a  better  place  in  which  to  live  and  work. 

We  realize  your  time  is  limited;  we  will  make  every  effort  to  keep  our  meetings  prompt,  precise 
and  purposeful.  There  should  be  six  meetings  a  year  for  each  of  the  three  years  of  your  term. 
Your  first  meeting  as  a  member  is  scheduled  for  August  1  at  7  p.m.  at  the  (name/address  of 
school).  Mr.  H.V.  Green,  the  Committee  Chair,  will  contact  you  soon  to  provide  you  with  a 
tentative  agenda  and  other  materials. 

We  look  forward  to  working  with  you.  if  you  have  any  questions,  please  call. 

Sincerely, 


Chair  of  the  Board 


After  formal  appointment,  the  VIP  advisory  council  chair  should  contact 
the  new  members  to  welcome  them  to  the  council  and  to  provide  them  with 
appropriate  material  such  as  a  handbook  for  new  members. 

Occasionally,  a  council  member  simply  refuses  to  attend  meetings  or 
contribute  to  the  council.  When  this  happens,  it  is  beneficial  to  dismiss  and 
replace  that  member.  Grounds  and  procedures  for  dismissal  must  be 
established  in  the  charter  or  constitution.  Dismissal  must  be  official,  in  writing 
from  the  governing  board. 


Orientation  of  New  Members 

New  members  should  be  oriented  to  their  responsibilities  and  tasks 
because  the  council's  success  depends  on  how  well  members  understand  their 
role  Orientation  should  continue  as  needed  throughout  the  school  year. 
Included  in  the  orientation  would  be  a  tour  of  the  facilities;  descriptive 
presentations  about  the  program  by  the  instructor,  program  graduates,  and 
current  trainees;  discussions  of  previous  council  work  plans,  current  issues 
within  the  program,  employer  responsibilities  in  work-related  activities;  and 
reminders  about  expectations. 
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A  local  handbook  for  new  members  is  helpful  and  could  be  devel- 
oped. The  publication,  "So  You've  Been  Asked  to  Serve  On  a  Local  Advi- 
sory Committee,"  is  available  from  the  Montana  Council  on  vocational 
Education,  Executive  Management  Building,  1228  —  11th  Avenue, 
Helena,  Montana  59620.  This  publication  gives  a  new  Council  member  a 
basic  idea  of  what  his  or  her  responsibilities  might  be. 

Other  information  needed  for  the  orientation  process  is  a  copy  of  course 
descriptions  and  syllabi.  Also  useful  is  a  statement  of  the  proposed  outcomes 
or  objectives  of  the  program. 


Selection  and  Duties  of  Officers 

In  large  measure,  the  success  of  the  council  depends  on  the  leadership 
ability  of  the  officers. 

Although  election  of  officers  may  be  either  at  the  last  meeting  of  the 
school  year  or  at  the  first  meeting  of  the  school  year,  elections  held  during 
the  last  meeting  of  the  school  year  are  preferable  for  three  reasons: 

•  Officers  should  be  selected  from  among  the  experienced 
membership,  based  upon  past  performance  Holding  elections  at 
the  end  of  the  year  allows  members  to  draw  upon  their 
recollections  of  nominees'  performance  during  the  year. 

•  By  holding  elections  at  the  end  of  the  school  year,  the  new 
officers  can  plan  for  the  next  year  during  the  summer.  The 
council  starts  the  year  ready  to  work  rather  than  ready  to 
organize. 

•  By  holding  elections  at  the  end  of  the  year,  the  first  meeting  of 
the  new  year  can  be  reserved  for  orienting  new  members  and  for 
establishing  the  work  plan  for  the  new  year. 

Two  or  three  officers  should  be  elected  for  VIP  advisory  councils-  a  chair, 
a  secretary  and  perhaps  a  vice  chair.  Based  on  information  from  a  sample  of 
exemplary  programs,  instructors  consistently  perform  tasks  which  suggest 
the  instructor's  appropriate  role  is  that  of  "resource"  and  "secretary"  to  the 
council.  Procedures,  characteristics  and  duties  for  each  position  follow. 

Cnair.  The  chair's  leadership  is  the  key  to  the  council's  success  Although 
an  instructor  in  the  program  may  chair  the  organizational  meeting  of  an 
advisory  council,  most  effective  councils  are  chaired  by  a  member  other  than 
a  school  representative.  The  chair  should  possess  the  following  skills  and 
characteristics: 

•  Experience  as  a  council  member  for  the  past  one  or  two  years 

•  Experience  in  business/industry  in  the  communitv  served  by  the 
vocational  program 

•  Ability  to  manage  meetings,  plan  and  adhere  to  schedules,  involve 
members  in  ongoing  activities,  and  reach  closure  and  consensus 

on  issues 

•  Skills  in  oral  and  written  communication  as  well  as  willingness  to 
make  appearances  before  school  and  community  representatives 
to  present,  explain  and  justify  recommendations 

•  Ability  to  delegate  responsibility  as  well  as  willingness  to  accept 
responsibility  for  the  council's  actions 

•  Personal  characteristics  such  as  empathy,  fairness,  tolerance, 
sound  judgment  and  attentiveness 
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The  responsibilities  of  the  chair  include  the  following: 

Work  with  school  and  community  representatives  to  plan  and 

carry  out  the  council's  work  plan 

Prepare  meeting  agendas  and  assist  school  representative  in 

managing  logistics 

Preside  at  meetings 

Orchestrate  activity,  keeping  group  efforts  focused  and  involving 

all  members  in  tasks 

Delegate  tasks  and  follow-up  work 

Prepare  background  information  for  the  council  and  reports  on 

outcomes 

Represent  the  council  at  official  meetings  and  functions 

Submit  recommendations  of  the  council  to  appropriate 
administrators  and  groups 

Vice  Chair.  Some  councils,  especially  larger  ones,  elect  a  vice  chair  to 
supplement  the  activities  of  the  chair.  The  skills  and  responsibilities  of  the  vice 
chair  are  identical  to  those  of  the  chair. 

Secretary.  The  secretary  records  meeting  minutes  and  performs  many 
clerical  duties.  Many  councils  use  a  school  representative  in  this  position 
because  of  the  person's  access  to  typing  and  reproduction  facilities. 

The  needed  qualifications  and  skills  for  the  secretary  are  the  following: 

•  Experience  on  the  council  and  an  understanding  of  the  vocational 
program 

•  Ability  to  organize  detailed  material  into  a  meaningful  whole 

•  Facility  for  writing 

•  Ability  to  work  with  school  personnel,  employment  representatives 
and  council  members 

The  responsibilities  of  the  secretary  include  the  following: 

•  Take  minutes  at  meetings;  type  and  distribute  minutes 

•  Mail  agenda,  announcements,  minutes  and  other  information  to 
members 

•  Help  assemble  and  distribute  necessary  background  information  to 
membership 

•  Correspond  with  representatives  of  school  and  community  as 
needed 


Planning  and  Conducting  council  Meetings 

Officers  direct,  coordinate,  and  facilitate  the  work  of  the  council.  Both 
planning  for  meetings  and  the  actual  conduct  of  meetings  deserve  special 
attention  to  ensure  that  the  time  is  well  spent  and  that  the  work  effort  is 
focused. 
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Advanced  Preparation 

Successful  councils  meet,  regularly  Meeting  dates  are  established  by  group 
decision  during  development  of  the  annual  work  plan  To  be  in  compliance 
with  the  law,  notice  of  advisory  council  meetings  must  be  publicized  In 
addition,  meetings  must  be  open  to  the  public.  Consult  with  the  appropriate 
administrator  regarding  procedures  that  are  followed  in  the  system  Each 
meeting  lasts  about  two  hours,  is  focused  on  particular  content  or  issues,  is 
held  in  a  comfortable  location,  and  is  planned  well  in  advance  of  the  proposed 
meeting  date.  The  general  planning  process  involves  reviewing  minutes  of  the 
last  several  meetings  and  the  annual  work  plan  in  order  to  create  the  new 
meeting  agenda.  Agendas  help  prevent  meetings  from  becoming  "gripe 
sessions"  for  instructors.  A  sample  agenda  for  the  first  meeting  to  organize 
an  advisory  council  and  a  typical  agenda  for  regular  meetings  are  illustrated 
in  Figures  6  and  7. 

In  addition  to  developing  the  agenda,  meeting  logistics  must  be  arranged. 
The  social  aspects  of  the  meeting,  such  as  simple  refreshments,  contribute 
to  group  morale  and  commitment.  Some  meetings  could  be  held  away  from 
the  school  to  encourage  an  employment  community  atmosphere.  Among  the 
logistics  that  should  be  arranged  and  confirmed  for  each  meeting  are  the 
following: 

•  Establish  and  publicize  time,  date  and  location  of  each  meeting 

•  Arrange  for  meeting  room  and  eduipment 

•  Notify  council  members  and  appropriate  school  officials  in  writing 
of  meeting  date  and  agenda 

•  Arrange  for  social  amenities  (refreshments,  meals,  special 
presentations,  etc.) 

•  Confirm  all  arrangements  several  days  before  meeting 

•  Call  council  members  and  staff  to  remind  them  of  meeting 

•  Secure  and  prepare  necessary  background  materials  for  issues  to 
be  addressed 

Figure  6 
Sample  Agenda  for  Meeting  To  Organize  Advisory  Council 

Agricultural  Education  Advisory  Committee 

Wellington  High  School,  Room  2 

September  15, 1987 

7-9  p.m. 

Call  to  Order  School  Representative 

Welcome  Chief  Administrator 

The  Role  of  the  VIP  Advisory  Committee  School  Representative 

Overview  of  Vocational  Program  School  Representative 

Description  of  Total  Education  Program  School  or  Board  Official 

introduction  of  Members  School  Representative 

New  Business  School  Representative 

•  Appoint  Bylaws  Subcommittee 

•  Develop  plan  of  work 

•  Establish  time,  date  and  location  of 
next  meeting 

Adjourn  for  Refreshments 
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Figure  7 
Sample  Agenda  For  Regular  Meetings 

Marketing  Education  Advisory  Council 

November  17, 1987 

6:15-8:30  p.m. 

Oasis  Restaurant,  1111  Soutn  Main 

Call  to  Order 
Approval  of  Minutes 

Old  Business 

•  Report  of  response  to  previous  council  recommendations 

•  Report  of  Subcommittee  on  Competencies 

•  Update  on  work  plan  for  year 

•  Other 

New  Business 

•  Establish  Subcommittee  on  New  Technology 

•  Assess  equipment  and  facilities 

•  Other 
Adjourn 


Emphasis  on  attendance  and  participation  in  council  work  builds 
commitment  and  interest.  Therefore,  as  soon  as  the  agenda  and  logistics  are 
set,  the  notice  should  be  sent  to  members  and  appropriate  school  officials 
together  with  the  proposed  agenda  and  a  copy  of  the  minutes  from  the  last 
meeting.  Background  materials  necessary  for  completing  the  work  at  the 
upcoming  meeting  should  also  be  included.  A  sample  notice  of  a  meeting  is 
illustrated  in  Figure  8. 


Figure  8 
Sample  Notice  of  Council  Meeting 


Dear  (member): 

Our  next  meeting  of  the  (name)  Advisory  Council  will  be  (date)  at  (time)  p.m.  in  the  (place). 
Enclosed  is  a  copy  of  the  agenda  for  the  meeting.  Notice  that  the  purpose  of  the  meeting 
will  be  (1)  to  begin  study  of  the  employment  needs  in  the  community  and  (2)  to  plan  student 
cooperative  work  experience  summer  jobs. 

we  look  forward  to  seeing  you.  Please  notify  me  by  (date)  if  you  cannot  attend. 


Sincerely, 


14 


Conducting  Meetings 

The  following  guidelines  have  been  demonstrated  to  be  useful  for 
managing  group  activity  and  interaction  at  council  meetings: 

•  State  the  purpose  of  the  meeting  and  review  the  agenda  at  the 
outset.  Some  councils  even  set  goals  or  objectives  for  each 
meeting  as  a  way  of  focusing  on  purposes. 

•  Encourage  all  members  to  speak  and  respect  the  rights  and 
opinions  of  each  individual. 

•  Ask  clarifying  questions. 

•  Periodically  summarize  discussion  and  point  out  the  connections 
and  contradictions  between  points. 

•  Use  parliamentary  procedure  for  decisions;  otherwise,  encourage 
open  and  informal  discussion.  The  majority  rules,  but  the  minority 
opinion  must  be  heard. 

•  Consider  and  resolve  one  issue  at  a  time. 

•  Explore  and  encourage  all  points  of  view  in  working  toward 
consensus. 

•  Show  strong  interest  in  attendance,  ideas,  and  the  work  plan. 

•  Distribute  work  assignments  throughout  the  group. 

•  Make  assignments  and  work  tasks  clear  and  specific;  explain 
expectations,  time  lines  and  products.  Discuss  background  of 
issues  so  that  everyone  shares  a  common  understanding  of  the 
terms  and  importance  of  the  problems. 

•  Structure  the  meeting  so  as  to  avoid  wasted  time.  This  conveys  a 
sense  of  organization,  purpose  and  productivity. 

•  Keep  members  informed  of  activities  and  progress. 

•  Recognize  and  reward  members.  Even  a  simple  thank  you  is  an 
effective  reinforcement. 

•  Evaluate  council  work  regularly. 

The  atmosphere  for  interaction  is  especially  critical  because  discussion  is 
the  medium  through  which  members  present  views  and  develop  findings  while 
moving  toward  consensus.  The  most  productive  atmosphere  in  a  group 
meeting  is  a  supportive  atmosphere,  and  the  least  productive  atmosphere 
is  a  defensive  one.  Creating  a  productive  atmosphere  is  time  well  spent. 

The  tone  for  the  year  is  set  by  the  first  meeting  or  two.  The  following 
ideas  help  establish  a  positive  tone: 

•  Concentrate  on  establishing  a  friendly  atmosphere,  coupled  with  a 
seriousness  of  purpose  and  the  background  information  necessary 
to  begin  the  job. 

•  Emphasize  that  the  members'  knowledge  and  experience  is  unique 
and  of  great  potential  value  to  the  program. 

•  Tour  the  facilities. 

•  Meet  students  enrolled  in  the  vocational  program. 

•  Provide  the  opportunity  for  members  to  begin  to  know  each 
other  in  a  social  context,  perhaps  during  a  meal  or  social  time. 

•  Discuss  the  expectations  for  council  work  and  for  member 
behavior. 

•  Discuss  future  meetings,  program  needs,  and  past  work. 

•  Call  meeting  to  order  and  adjourn  at  the  appointed  times. 
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As  the  official  record  of  council  activites,  minutes  keep  interested 
individuals  and  groups  informed  about  the  council's  concerns,  decisions,  and 
activities.  They  remind  members  of  the  group's  progress;  they  document  the 
productivity  and  contribution  of  the  ocuncil  to  the  vocational  program. 

Keeping  the  minutes  takes  time,  skill  and  persistence.  Minutes  must  be 
accurate  and  thorough;  they  must  be  maintained  promptly  and  continuously; 
they  must  be  stylistically  uniform;  and  they  must  document  the  information 
processing  and  recommendations  of  the  council. 

Figure  9  illustrates  typical  minutes  for  an  advisory  council.  Specific 
comments  and  ideas  are  attributed  to  individual  members.  When  done  in  a 
supportive  fashion,  crediting  individuals  with  specific  ideas  in  the  minutes  is 
a  very  effective  method  for  reinforcing  active  member  participation. 


Figure  9 
Sample  Minutes 

Health  occupations  Advisory  council  Meeting 
November  15, 1987 

Members  Present:     Helen  Chen,  cnuck  Dunn,  Cecilia  Cay,  Carrie  Johnson,  Kris  Kristoph, 
Karen  Long,  Lane  Nelson,  Carl  cox,  and  Mattie  walk 

Members  Absent:     Elizabeth  Alexander,  Brad  Luftus 

Others  Present:     Phyllis  Beckman,  Principal  of  Easton  Health  Occupations  Center 

Welcome 

A  warm  welcome  was  extended  by  Chair  Long.  She  expressed  appreciation  for  attendance 
and  participation.  She  stressed  how  important  the  Councils  continuing  support,  assistance 
and  input  are  to  keeping  the  program  viable  and  up  to  date.  Dr.  Phyllis  Beckman,  Principal 
of  Easton  Area  Health  occupations  Center,  greeted  the  Council.  Her  greeting  further  assured 
the  council  of  its  importance  to  educational  goals  and  program  vitality. 

Minutes 

Carl  Philips  read  the  minutes  of  the  last  meeting,  and  they  were  approved. 

Old  Business 

No  old  business  was  brought  before  the  Council. 

New  Business 

Chair  Long  asked  the  council  to  make  suggestions  about  how  it  might  improve  or  upgrade 
the  program.  The  specific  concern  addressed  was: 

What  new  requirements  does  the  health  field  ask  of  entry-level  employees? 

Mr.  Nelson  indicated  that  a  computer  or  data  processing  background  would  be  helpful 
for  employees  of  the  M.L.  King  Medical  Center,  since  most  tasks  require  the  use  of  a  central 
computer  connecting  all  county  hospitals.  The  need  for  computer  training  was  further 
emphasized  by  Ms.  Johnson  of  the  Royal  Medical  Croup,  inc.  She  indicated  that  an  employee 
would  be  more  skilled  with  prior  computer  knowledge,  it  was,  therefore,  the  consensus  of 
the  council  that  computer  training  should  be  added  to  the  Health  occupations  Center  program 
as  soon  as  possible. 

Having  agreed  upon  the  need  to  add  computer  training  to  the  instructional  program,  the 
discussion  turned  to  those  systems  most  commonly  found  in  various  facilities.  Brands  suggested 
were  Hewlett-Packard,  IBM,  and  Wang.  The  chair  was  asked  to  appoint  a  subcommittee  prior 
to  the  next  meeting  to  investigate  several  kinds  of  computers  and  software  for  possible 
purchase. 

Adjournment 

The  meeting  was  adjourned  at  1:05  p.m. 


16 


Plan  of  work 

In  order  to  be  effective,  the  work  of  the  advisory  council  must  be  highly 
structured.  One  way  to  be  sure  the  council  is  not  effective  is  for  the  vocational 
instructors  to  go  to  meetings  without  any  specific  plans  and  hope  that  the 
members  suggest  things  for  the  council  to  do.  Instead,  a  list  of  activities  should 
be  developed  for  the  council  to  consider.  This  list  should  be  distributed  early 
in  the  year  and  developed  into  a  formal  plan  of  work  for  the  year.  The  activities 
on  the  plan  of  work  should  then  be  incorporated  into-the  agendas  for  each 
meeting. 

Following  is  a  list  of  possible  activities,  which  have  been  included  in  one 
or  more  of  the  models  for  meetings  in  this  handbook. 

Representing  and  informing  the  business  community  about  the 
program  (meetings  2-7) 

Serving  as  a  liaison  group  between  the  program  and  business 
community  (meetings  2-7) 

Assisting  in  determining  criteria  for  recruitment  and  selection  of 
students  (meeting  5) 

Aiding  in  placing  students  (meetings  3,  5-6) 

Analyzing  and  researching  manpower  needs  and  potential  training 

stations  (meetings  2-3,  5-6) 

Promoting  the  student  organization  activities  (meetings  2,  5-6) 

Aiding  in  setting  up  training  station  standards  (meetings  2-3,  6) 

Developing  curriculum  for  the  program  (meetings  2-4,  5) 

Improving  program  facilities  (meetings  4,  6) 

Providing  instructional  help  through  speakers,  trade  materials  and 
occupational  information  (meetings  2,  5-6) 
Encouraging  young  people  and  parents  to  consider  vocational 
education  (meetings  5-7) 

Providing  information  concerning  desirable  aptitudes,  educational, 
and  experience  background  for  entry-level  jobs  (meetings  2-3,  5) 

Arranging  field  trip  visits  (meetings  2-3,  6) 

Assisting  and  participating  in  surveys  of  local  industry  manpower 

needs  (meetings  2-3,  6) 

Assisting  in  the  development  and  review  of  course  content  to 
assure  its  currency  (meetings  2-4) 

Evaluating  physical  conditions,  adequacy  of  equipment,  and  layout 
of  program  facilities  (meeting  4) 

Obtaining  needed  equipment  and  supplies  on  loan,  as  gifts,  or  at 
special  prices  (meetings  4,  6) 

Assisting  in  the  establishment  of  standards  of  proficiency  to  be 
met  by  students  (meeting  3) 

Establishing  and  maintaining  a  library  of  visual  aids,  magazines. 
and  books  (meetings  2,  4-6) 

Providing  sample  Kits  of  raw  materials,  finished  products,  charts, 
posters,  etc.,  for  exhibit  and  instructional  purposes 
(meetings  2-4,  6) 

Arranging  meetings  for  vocational  educators  to  establish 
cooperative  relationships  between  the  program  and  business  and 
industry  (meetings  5-7) 


17 


Conducting  clinics  and  inservice  and  preservice  training  programs 

for  teachers  (meetings  5-6) 

Arranging  for  substitute  or  resource  instructors  from  industry 

(meetings  2-3,  6) 

Assisting  with  projects  to  develop  scholarships  and  other  financial 

assistance  for  outstanding  graduates  who  wish  to  continue  their 

education  and  training  (meetings  5-6) 

Providing  speakers  to  address  trade  and  civic  groups  concerning 

vocational  education  (meetings  2,  5-6) 

Providing  news  stories  concerning  the  program  to  local  news 

media  (meetings  2,  5-6) 

Participating  in  radio  and  television  programs  designed  to  "sell" 
vocational  education  to  the  public  (meetings  2,  5-6) 

The  plan  of  work  is  used  to  organize  the  council's  activities.  However,  some 
flexibility  should  be  maintained.  A  sample  plan  of  work  appears  on  page  19. 


Recognition  for  Members 

Reward  mechanisms  are  important  to  every  organization  because  they 
encourage  attendance  and  involvement.  Moreover,  recognition  efforts  attract 
the  attention  and  interest  of  other  qualified  people  who  may  someday  serve 
in  the  organization.  Additionally,  they  bring  public  attention  and  goodwill  to 
the  organization  because  they  demonstrate  that  the  organization  appreciates 
the  efforts  of  its  members. 

Reward  and  recognition  are  especially  important  to  VIP  advisory  councils 
because  members  are  not  paid  for  their  efforts,  which  can  absorb  substantial 
amounts  of  time.  However,  rewards  should  not  be  given  indiscriminately; 
instead,  they  should  be  based  on  actual  contribution  to  the  council's  activity. 
They  must  be  distributed  equitably,  focusing  on  individual  efforts. 

The  best  types  of  noncompensatory  rewards  or  recognition  are  those  that 
can  increase  productivity,  improve  council  interaction,  and  increase  member 
satisfaction.  The  strategies  need  not  be  elaborate.  Analyses  of  effective 
councils  demonstrate  that  most  members  are  willing  to  attend  regularly  and 
work  hard  as  long  as  their  talents  are  used  in  tasks  that  involve  them  in  the 
program,  their  recommendations  are  seriously  considered,  and  they  are  given 
feedback  about  the  recommendations  and  efforts. 

One  of  the  surest  ways  to  kill  a  council  is  to  use  the  meetings  as  a  means 
of  reporting  program  activities  and  asking  the  council  to  address  trivial  matters 
only.  In  other  words,  the  best  reward  is  to  ask  for  advice  and  respond  to  it. 

Among  the  strategies  and  techniques  that  have  been  used  effectively  by 
VIP  advisory  councils  to  reward  and  recognize  members  extrinsically  are  the 
following: 

•  Issue  press  releases  announcing  member  appointments 

•  Send  members  personal  letters  of  appreciation  upon  completion 
of  tasks  and  at  the  conclusion  of  the  terms  of  service 
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2.     Conduct  job  analysis  in  local 
industries  and  businesses  in 
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OBJECTIVES 

(a)  To  advise 
regarding 
course  content  to 
insure  it  meets 
the  changing 
needs  of  industry. 

(b)  To  advise 
regarding  the 
physical  condition 
of  facilities  and 
adequacy  of 
program 
equipment. 

< 
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o 

1.  To  provide  local 
educational 
agencies  with 
advice  in 
developing 
vocational 
education 
programs. 
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Award  members  framed  certificates  of  appreciation  or  plaques  at 

the  conclusion  of  their  service 

Hold  a  recognition  dinner  each  year  to  thank  members 

Invite  members  to  tour  the  school  program  during  regular  hours 

to  see  the  results  of  their  efforts  and  to  meet  students 

Send  holiday  and  birthday  greetings  to  members 

Provide  members  with  reserved,  convenient  parking 

Send  a  letter  of  appreciation  to  the  advisory  council  member's 

supervisor  and/or  company,  explaining  the  good  job  being  done  by 

the  member  and  thanking  the  company  for  its  support 

Schedule  a  meeting  that  the  institution's  chief  administrator  can 

attend 

Discuss  individual  contributions  in  public  forums 

Invite  members  to  special  school  and  program  events  such  as 

ground  breaking  ceremonies 

Place  members'  names  on  a  display  board  or  plaque  at  the  school 

Ensure  that  announcements  and  reports  about  the  program  made 

by  administrators  include  references  to  the  council  and/or  council 

members 

Involve  all  council  members  in  planning  the  work  plan  for  the  year 

Provide  members  with  written  feedback  about  council 

recommendations 

Figures  11  and  12  illustrate  a  sample  letter  and  sample  certificate  of 
appreciation,  respectively.  Notice  that  the  letter  refers  to  specific  contributions 
made  by  the  member  and  the  council.  Further,  it  focuses  on  the  member, 
not  on  the  school  or  program. 


Figure  11 
Sample  Letter  of  Appreciation 

Date 


Dear  Mr.  Busher: 

Thank  you  for  your  help  with  the  (name  of  program).  Your  contribution  has  been  very 
important  to  the  success  of  the  Council.  Because  of  your  efforts,  each  graduating  trainee 
completed  the  program  with  excellent  entry-level  skills.  Moreover,  all  graduates  have  found 
jobs  in  the  trade.  Also,  the  Council's  efforts  to  begin  a  long-term  evaluation  of  the  curriculum 
should  result  in  further  upgrading  of  effective  training. 

The  continuation  of  a  superior  program  in  the  (name  of)  trade  is  possible  only  with  the 
support  of  knowledgeable  and  enthusiastic  Council  members  like  you. 

Best  wishes  for  your  continued  success  and  dedication. 

Sincerely, 


Lisa  Antony 
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Figure  12 
Sample  Certificate  of  Appreciation 


Certificate  of  Appreciation 

Presented  to 
(Name  of  individual) 

For  Service  to  the 

(Name  of  Program)  Advisory  Council 


(Chair  of  Governing  Board) 


(Date)  (Chair  of  VIP  Advisory  Council 


Selected  Activities  for  Regular  Meetings 

Vocational  instructors  sometimes  find  planning  worthwhile  agendas  for 
subsequent  meetings  to  be  difficult  even  though  the  first  and  perhaps  second 
meetings  of  many  advisory  councils  have  been  well  organized  and  productive. 
Therefore,  a  format  for  structured  input  from  council  members  has  been 
included. 

Assessments  to  obtain  input  from  the  council  for  six  or  perhaps  more 
meetings  are  provided.  Some  of  the  assessments  might  be  used  as  self-studies 
prior  to  council  meetings;  all  could  be  used  by  members  at  meetings.  Although 
the  assessments  are  in  a  logical  order  for  meetings,  there  may  be  reasons  to 
change  the  order.  The  Handbook  allows  vocational  staff  flexibility  in  choice 
of  type  of  assessments  as  well  as  order  of  presenting  them  to  the  council. 
An  explanation  is  given  for  each  proposed  meeting  as  well  as  the  responsibilities 
of  the  instructor(s)  and  the  chair  of  the  council. 
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Coal:  Assess  Program  Objectives  and  Content  Council  Meeting  No.  2 


Explanation: 

it  is  important  that  the  vocational  instructional  program  advisory  council  be  apprised  of 
program  objectives  and  content  so  that  thev  can  effectively  participate  in  its  development 
and  improvement.  This  requires  more  than  a  cursory  review  of  material.  The  instructors  play 
a  vital  role  in  this  part  of  the  evaluation  process  because  optimum  organization  is  required, 
it  is  essential  that  council  members  understand  the  basis  on  which  the  program  was  developed 
as  well  as  the  rationale  for  changes  and/or  additions.  A  format  for  assessment  of  program 
objectives  and  content  of  the  program  is  attached. 

More  than  one  meeting  may  be  required  to  complete  this  assessment.  After  the  council 
reaches  consensus,  its  recommendations  are  forwarded  to  the  institution's  general  advisory 
council  or  the  appropriate  administrative  representative. 


Responsibilities  of  the  instructor(s): 

1.  Provide  council  members  a  copy  of  the  philosophy  of  the  school  and  the 
program,  a  summary  of  program  objectives,  preferably  written  in  measurable 
terms,  a  general  outline  of  technical  content,  and  an  agenda.  A  sample  agenda  for 
this  meeting  is  on  page  23. 

2.  Complete  the  rating  sheet  on  pages  24-25  as  a  self  study;  or,  as  an  alternative, 
provide  council  members  the  rating  scale  to  indicate  their  perception  of  the 
integrity  of  program  content. 

3.  Provide  council  members  a  copy  of  pages  26-29  so  that  their  responses  to  the 
questions  may  be  used  as  a  basis  of  discussion  as  the  group  moves  toward 
consensus  on  recommendations  relating  to  the  program  objectives  and  content.  A 
limited  amount  of  space  is  provided  for  members  to  jot  down  key  words  to 
remind  them  of  points  they  want  the  group  to  discuss.  The  secretary  should 
record  a  summary  of  the  responses,  instructor(s)  may  choose  to  ask  council 
members  to  complete  both  the  rating  scale  and  answer  the  questions  prior  to  the 
discussion. 

Responsibilities  of  the  Chair: 

1.  Submit  the" Summary  Report  and  Recommendations  form,  page  30, 
accompanied  by  appropriate  explanation  and/or  documentation,  to  the 
institution's  general  advisory  council  or  appropriate  administrative  representative. 

2.  At  a  subsequent  meeting,  report  the  administrative  response 
(page  60)  to  the  council. 
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Agenda 
Council  Meeting  on  Program  Objectives  and  Content 

call  to  Order 
Approval  of  Minutes 

Old  Business 

•  Report  of  response  to  previous  council  Summary  Reports  and  Recommendations 

•  Other 

New  Business 

•  Coal:  Assess  program  objectives  and  content 

•  Distribution  of  philosophy,  program  objectives  and  outline  of  technical 
content 

•  Distribution  of  assessment  forms 

•  Discussion  to  reach  consensus  on  recommendations 

•  Summarize  information  for  the  Summary  Report  and  Recommendations 

•  Other 

Adjourn 
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Assessment  of  Program  Objectives  and  content     Council  Meeting  No. 


Program: 


instructor(s): 


instructions:  Please  rate  the  following  measures  of  quality  according  to  your  perceptions  of 
the  program.  Circle  the  number  from  1  to  5  that  appropriately  describes  your  assessment  with 
1  being  lowest  and  5  being  highest. 


1.  A  statement  of  philosophy  has  been  developed  based  on 
the  statement  of  the  philosophy  of  the  school. 

2.  Statements  of  goals  and  objectives  have  been 
developed /revised  based  on  student  surveys  of  interest. 

3.  Statements  of  goals  and  objectives  have  been 
developed /revised  based  on  surveys  of  student  aptitude 
and  ability. 

4.  Statements  of  goals  and  objectives  have  been 
developed/revised  based  on  surveys  of  labor  market 
studies. 

5.  Statements  of  goals  and  objectives  have  been 
developed  /revised  based  on  job  analyses. 

6.  Statements  of  goals  and  objectives  have  been 
developed  /revised  based  on  advisory  council  input. 

7.  The  program  content  meets  the  needs  of  various  levels  of 
student  ability. 

8     Course  content  reflects  the  latest  developments/trends  in 
the  field. 

9.     Course  content  provides  for  awareness  of  self-employment 
as  an  option. 

10.  There  is  a  plan  for  course  review  and  revision. 

11.  Course  content  and  curriculum  are  designed  to  meet  the 
needs  of  different  ability  levels. 

12.  Program  objectives  are  consistent  with  what 

business/ industry  expect  a  new  employee  to  know  and  be 
able  to  do. 

13.  There  is  a  systematic  procedure  for  following  up  students 
who  have  left  or  completed  the  program  to  ascertain  their 
success  on  the  job  in  order  to  improve  program  quality. 

14.  The  vocational  needs  of  target  populations  (women, 
handicapped,  disabled,  limited  English-proficiency, 
minorities)  within  the  institutional  service  areas  have  been 
identified. 

15.  The  resources  required  to  accomplish  the  program 
objectives  are  available. 

16.  instructor(s)  use  a  written  outline  and  syllabus  for  each 
course. 


2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 
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17.  Classroom  and  laboratory  management  and  instruction 
simulate  the  methods,  processes,  and  procedures  used  in 
business/ industry. 

18.  Appropriate  training  stations  have  been  identified  and 
developed  to  facilitate  supervised  occupational  experiences 
(internships  or  cooperative  work  experiences). 

19.  Student  organization  activities  complement  learning 
activities  in  the  classroom. 

20.  Students  are  placed  in  training  stations  which  are 
consistent  with  their  career  goals  and  provide 
opportunities  to  advance  toward  the  goals. 

21.  instruction  in  the  classroom/shop/laboratory  is  correlated 
with  supervised  occupational  experiences  (internships  or 
cooperative  work  experience). 

22.  A  vocational  instructional  management  system  provides  a 
framework  for  planning  and  organizing  instruction. 

23.  A  positive  work  attitude  is  encouraged  in  the  classroom, 
student  organization,  and  training  stations. 


2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 
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Assessment  of  Program  Objectives  and  Content     Council  Meeting  No. 


Program:   instructor(s): 


1.     How  can  objectives  and /or  philosophy  be  changed  or  added  to  make  them 
consistent  with  what  business/industry  would  expect  a  new  employee  to  know 
and  be  able  to  do? 


What  are  some  ways  in  which  the  program  can  meet  the  various  ability  levels  of 
the  students  served? 


3.     How  can  the  vocational  needs  of  special  populations  (handicapped,  nontraditional, 
disadvantaged,  limited-English  proficiency,  minorities)  be  identified? 
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What  additional  resources,  if  any,  are  needed  to  accomplish  the  program 
objectives  and  how  might  they  be  obtained? 


Based  on  local  labor  market  studies,  is  the  demand  for  this  occupation  high, 
average,  or  low? 


What  changes,  if  any,  need  to  be  made  in  classroom  and  laboratory  management 
and  instruction  to  simulate  the  methods,  processes,  and  procedures  used  in 
business/ industry? 
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What  training  stations  would  help  students  meet  their  career  goals?  Give  name  of 
contact  person  if  known. 


8.     which  businesses/ industries/agencies  would  students  benefit  from  visiting  on  a 
field  trip? 


Who  in  the  community  would  be  a  valuable  resource  as  a  speaker  or  presenter 
and  what  is  the  area  of  expertise?  Give  place  of  employment. 
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10.     What  attitudes  should  be  encouraged  in  the  development  of  a  positive  work 
ethic? 


11.     How  can  instructor(s)  help  students  acquire  a  positive  work  ethic? 
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Summary  Report  and  Recommendations 


Program:    Date: 

Council  Chair:   . 


Review  of  Program  Objectives  and  Content 
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Coal:  Assess  Competencies  Council  Meeting  No.  3 


Explanation: 

An  important  trend  in  education  today  is  competency-based  education,  education  wnicn 
prepares  the  student  to  perform  tasks  at  predetermined  and  stated  performance  standards, 
in  competency-based  vocational  education  (CBVE),  the  tasks  performed  by  students  should 
be  based  on  specific  duties  and  tasks  done  by  workers  on  the  job.  The  tasks  on  which  students 
in  the  program  are  expected  to  become  competent  should  be  validated.  After  the  council 
reaches  consensus,  its  recommendations  are  forwarded  to  the  institution's  general  advisory 
council  or  appropriate  administrative  representative. 


Responsibilities  of  the  Instructor(s): 

1 .  Select  a  method  of  validating  program  competencies  by: 

A.  consultation  with  the  Department  of  vocational  Education  Services,  Of- 
fice of  Public  instruction,  1300  Eleventh  Avenue,  Helena,  MT  59620  (444- 
2410)  for  the  recommended  standards  for  the  desired  program 

B.  instructor(s)  developing  a  checklist  of  job  duties  and  asking  members  to 
respond. 

2.  Give  council  members  an  agenda.  A  sample  agenda  for  this  meeting  is  on  page  32. 

3.  Provide  council  members  forms  or  lists  selected  for  use  in  assessing  program 
competencies. 

4.  The  rating  sheet  on  page  33  may  be  used  as  a  self-study  completed  by  the  instruc- 
tors) rather  than  by  the  council. 

Responsibilities  of  the  Chair: 

1.  Submit  the  Summary  Report  and  Recommendations  form,  page  34,  accompa- 
nied by  appropriate  explanation  and  /or  documentation,  to  the  institution's  gen- 
eral advisory  council  or  appropriate  administrative  representative. 

2.  At  a  subsequent  meeting,  report  the  administrative  response  (page  60)  to  the 
council. 
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Agenda 
Council  Meeting  on  competencies 


call  to  Order 
Approval  of  Minutes 

Old  Business 

•  Report  of  response  to  previous  council  Summary  Reports  and  Recommendations 

•  Other 

Mew  Business 

•  Coal:  Assess  competencies 

•  Distribution  of  assessment  forms  or  lists 

•  Discussion  to  reach  consensus  on  recommendations 

•  Summarize  information  for  the  Summary  Report  and  Recommendations 

•  Other 
Adjourn 
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Competencies 


Council  Meeting  No. 


Program: 


instructor(s): 


instructions:  Please  rate  tne  following  measures  of  program  quality  related  to  developing 
competencies.  Circle  tne  number  which  appropriately  describes  your  assessment  with  1  being 
low  and  5  being  high. 


1.  Adequate  records  are  kept  regarding  the  development  of 
competencies  of  each  student. 

2.  The  competencies  to  be  developed  by  students  are 
consistent  with  the  objectives  of  the  program. 

3.  The  competencies  to  be  developed  by  students  are 
consistent  with  labor  market  studies. 

4.  Affective  work  competencies  (attitude)  are  emphasized  in 
the  classroom,  student  organizations,  and  training  stations. 

5.  The  level  of  competency  expected  is  appropriate  for  an 
entry-level  position  in  the  field. 

6.  Lists  of  competencies,  such  as  v-TECS,  were  used  to  validate 
competencies  to  be  taught  in  the  program. 

7.  Performance  objectives  allow  sufficient  time  for  individual 
learning  styles  so  that  students  can  master  competencies 
essential  to  the  occupation. 

8      Evidence  exists  that  all  the  students  have  mastered  the 
important  job  requirements-skill  (psychomotor),  knowledge 
(cognitive),  and  attitude  (affective). 

9.     Evaluation  techniques  measure  an  individual's  performance 
of  a  predetermined  job  standard. 


2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 
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Summary  Report  and  Recommendations 


Program: Date: 

Council  Chair:   


Review  of  Assessment  of  Competencies 
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Goal:  Assess  Equipment  and  Facilities  Council  Meeting  No.  4 


Explanation: 

This  exercise  is  designed  to  obtain  an  advisory  council  response  relative  to  equipment  and 
facilities,  in  the  evaluation  process,  it  is  important  to  achieve  a  better  understanding  of  the 
needs  in  these  areas.  Such  information  is  important  to  program  planners  who  have  the 
responsibility  of  interpreting  local  needs.  After  the  council  reaches  consensus,  its 
recommendations  are  forwarded  to  the  institution's  general  advisory  council  or  the 
appropriate  administrative  representative. 


Responsibilities  of  the  instructor(s): 

1.  Give  council  members  an  agenda.  A  sample  agenda  for  this  meeting  is  on  page  36. 

2.  Provide  a  list  of  program  objectives  and  competencies. 

3.  Adapting  the  equipment  inventory  used  by  the  school  or  using  the  form  on  page 
38,  provide  an  inventory  of  major  equipment  items  indicating  purchase  date,  an 
assessment  of  repair  history,  technical  integrity,  and  projected  place  in  the 
replacement  cycle.  Complete  columns  1-4  before  giving  the  inventory  sheet  to 
council  members. 

4.  Conduct  a  tour  of  the  classroom  and  laboratories  to  apprise  council  members  of 
what  is  available  to  the  student.  Point  out  both  strengths  and  limitations  in 
regard  to  the  facilities. 

5.  Provide  council  members  a  copy  of  page  39  so  that  their  responses  to  the  questions 
may  be  used  as  a  basis  of  discussion  as  the  group  moves  toward  consensus  on 
recommendations  related  to  equipment  and  facilities. 

Responsibilities  of  the  Chair: 

1.  Submit  the  Summary  Report  and  Recommendations  form,  page  40,  accompanied 
by  appropriate  explanation  and/or  documentation,  to  the  institution's  general 
advisory  council  or  appropriate  administrative  representative. 

2.  At  a  subsequent  meeting,  report  the  administrative  response  (page  60)  to  the 
council. 
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Agenda 
Council  Meeting  on  Equipment  and  Facilities 

Call  to  Order 
Approval  of  Minutes 

Old  Business 

•  Report  of  response  to  previous  council  Summary  Reports  and  Recommendations 

•  Other 

New  Business 

•  Coal:  Assess  equipment  and  facilities 
Distribution  of  program  objectives  and  competencies 
Distribution  of  equipment  inventory 
Tour  of  classroom  and  laboratory 
Distribution  of  assessment  forms 
Discussion  to  reach  consensus  on  recommendations 
Summarize  information  for  the  Summary  Report  and  Recommendations 

•  Other 
Adjourn 
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Assessment  of  Equipment  and  Facilities  Council  Meeting  No. 


Program:    instructor(s): 


instructions:  An  inventory  of  major  equipment  items  is  provided  with  information  on  the 
purchase  date,  repair  history,  and  projected  replacement  date.  Space  has  been  provided  for 
you  to  indicate  your  perception  of  the  condition  and  technical  integrity  of  each  item.  Please 
rank  the  equipment  items  in  order  of  priority  for  replacement. 

For  column  3,  please  refer  to  the  following  rating  scale: 

1.  Equipment  requires  little  or  no  repair;  parts  and  service  are  readily  available. 

2.  Equipment  requires  frequent  repair,  but  parts  and  service  are  available  and  costs 
are  modest. 

3.  Equipment  requires  frequent  repair,  parts  and  service  are  difficult  to  get,  and 
maintenance  costs  are  extremely  high. 

4.  Equipment  is  virtually  inoperable  due  to  downtime. 
For  column  5,  please  refer  to  the  following  rating  scale: 

1.  Equipment  is  similar  to  that  an  employee  would  expect  to  find  on  the  job  and  is 
needed  to  teach  a  program  competency. 

2.  Equipment,  while  not  completely  up  to  date,  is  conceptually  adequate  to  the 
extent  that  the  prospective  employee  could  readily  adapt  to  newer  models. 

3.  Equipment  is  outdated  to  the  extent  that  newer  technologies  are  conceptually 
different,  and  prospective  employees  would  find  it  difficult  to  adapt  to  what 
exists  in  industry  or  the  equipment  is  not  needed  to  teach  a  program 
competency. 
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Equipment  Inventory 
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instructions:  Describe  major  equipment  which  you  believe  should  be  added  to  the 
program,  either  for  replacement  of  outdated  pieces  or  for  incorporation  of  new 
technical  competency  instruction  into  the  program. 


instructions:  Describe  the  needed  facility  modifications  or  additions  which  are 
required  or  recommended  to  improve  the  quality  of  the  program. 
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Summary  Report  and  Recommendations 


Program: Date: 

Council  Chair:    

Review  of  Assessment  of  Equipment  and  Facilities 
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Coal:  Assess  Student  Services  Council  Meeting  No.  5 

Explanation: 

Student  services  are  an  important  component  of  the  vocational  instructional  program. 
Meeting  the  needs  of  each  student  is  a  challenge.  After  the  council  reaches  consensus,  its 
recommendations  are  forwarded  to  the  institution's  general  advisory  council  or  the 
appropriate  administrative  representative. 


Responsibilities  of  ths  instructor(s): 

1.  Give  council  members  an  agenda.  A  sample  agenda  for  this  meeting  is  on  page  42. 

2.  Provide  copies  of  placement  procedures,  placement  information  based  on 
percentages  of  related  employment,  nonrelated  employment,  and 
unemployment,  information  related  to  membership  of  students  in  professional 
organizations  and/or  trade  associations,  attendance  at  trade  shows  and/or 
conferences,  results  of  surveys,  and  other  information  required  for  an  informed 
response  to  the  assessment  forms. 

3.  Complete  the  rating  sheet  on  page  43  as  a  self-study;  or  as  an  alternative, 
provide  council  members  the  rating  scale  to  indicate  their  assessment  of  student 
services. 

4.  Provide  council  members  a  copy  of  pages  44-46  so  that  their  responses  to  the 
questions  may  be  used  as  a  basis  of  discussion  as  the  group  moves  toward 
consensus  on  recommendations  related  to  student  services.  A  limited  amount  of 
space  is  provided  for  members  to  jot  down  key  words  to  remind  them  of  points 
they  want  the  group  to  discuss.  The  secretary  should  record  a  summary  of  the 
responses,  instructor(s)  may  choose  to  ask  council  members  to  complete  both  the 
rating  scale  and  answer  the  questions. 

Responsibilities  of  the  Chair: 

1.  Submit  the  Summary  Report  and  Recommendations  form,  page  47,  accompanied 
by  appropriate  explanation  and/or  documentation,  to  the  institution's  general 
advisory  council  or  appropriate  administrative  representative. 

2.  At  a  subsequent  meeting,  report  the  administrative  response  (page  60)  to  the 
council. 
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Agenda 
Council  Meeting  on  student  Services 

Call  to  Order 
Approval  of  Minutes 

Old  Business 

•  Report  of  response  to  previous  council  Summary  Reports  and  Recommendations 

•  Other 

New  Business 

•  Coal:  Assessment  of  student  services 

•  DistriPution  of  placement  procedures;  placement  information  based  o^ 
percentages  of  related  employment,  nonrelated  employment,  and 
unemployment;  information  related  to  membership  of  students  in 
professional  organizations  and /or  conferences  and  results  of  surveys 

Distribution  of  assessment  forms 

•  Discussion  to  reach  consensus  on  recommendations 

•  Summarize  information  for  the  Summary  Report  and  Recommendations 

•  Other 

Adjourn 
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Student  Services 


Program: 


instructor(s): 


instructions:  Please  rate  the  following  items  according  to  your  perceptions.  Circle  the  number 
from  1  to  5  that  appropriately  describes  your  assessment  with  1  being  low  and  5  high. 


1.  is  there  a  student  recruitment  plan  which  includes  special 
populations  (handicapped,  disadvantaged,  nontraditional, 
limited-English  proficiency,  minorities)? 

2.  Students  in  special  populations  accessed  the  program  and 
succeeded  in  the  program. 

3.  Graduates  of  special  populations  have  been  surveyed  to 
determine  if  their  vocational  needs  have  been  met. 

4.  There  are  specific  plans  for  the  follow-up  of  both  program 
completers  and  noncompleters.  (Does  not  apply  to 
consumer  and  homemaking.) 

5.  Job  placement  related  services  are  provided  for  both 
program  completers  and  noncompleters. 

6.  students  are  actively  involved  in  vocational  student 
organizations. 

7.  A  partnership  exists,  perhaps  through  the  use  of  an 
advisory  council,  between  the  vocational  program  and  the 
community. 

8.  Students  are  informed  of  branches  or  divisions  of 
professional  organizations  and/or  trade  associations  in 
which  they  are  eligible  for  membership  and  are 
encouraged  to  participate. 

9.  Students  are  encouraged  to  attend  appropriate  trade 
shows  and /or  conferences. 

10.  informational  materials  regarding  jobs  in  the  field  are 
available  in  the  classroom  as  well  as  in  other  designated 
areas  such  as  the  library  or  counselors  office. 

11.  There  is  evidence  that  support  services,  such  as  counseling 
and  development  of  basic  skills,  are  adequate. 


2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 
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Student  Services 


Program:   .      instructor(s): 


1.     How  can  the  job  placement  needs  of  handicapped,  disadvantaged,  nontraditional, 
limited  English-speaking,  and  minority  students  be  met? 


2.     What  procedures  would  help  to  improve  the  percentage  of  program  completers 
as  well  as  noncompleters  placed  in  related  employment? 


3.     What  might  be  done  to  involve  students  in  vocational  student  organizations? 
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How  can  advisory  council  members  and  others  in  the  community  assist  students 
in  accomplishing  the  program  goals? 


5.     Which  professional  organizations  and/or  trade  associations  have  student  branches 
or  divisions  in  which  it  would  be  helpful  for  students  to  participate? 


Which  trade  shows/ conferences  should  students  attend?  Give  name  of  contact 
person  if  known. 
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7.     What  can  be  done  to  improve  the  recruitment  of  students  including  special 
populations  (handicapped,  disadvantaged,  nontraditional,  limited-English 
proficiency,  minorities)? 


What  informational  materials  regarding  careers  need  to  be  available  in  the 
classroom  and/or  in  other  designated  areas,  such  as  the  library  or  counselors 
office? 


9.     What  additional  support  services  need  to  be  available  to  assist  the  students? 
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Summary  Report  and  Recommendations 


Program: Date: 

Council  Chair: 


Review  of  Assessment  of  Student  Services 
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Coal:  Assess  Public  Relations  Council  Meeting  No.  6 


Explanation: 

Public  relations  activities  improve  communication  and  cooperation  between  tne  program 
and  its  publics.  By  making  information  related  to  the  program  public,  potential  students, 
parents,  employers,  and  others  in  the  community  may  become  interested  in  the  program 
A  good  public  relations  program  produces  goodwill  and  a  favorable  climate  within  the  school 
as  well  as  in  the  community.  Advisory  council  members  are  in  positions  to  assist  with  this  effort. 


Responsibilities  of  the  instructor(s): 

1.  Provide  council  members  a  calendar  or  list  of  public  relations  activities.  A  sample 
agenda  for  this  meeting  is  on  page  49. 

2.  Complete  the  rating  sheet  on  page  50  as  a  self-study;  or,  as  an  alternative,  provide 
council  members  the  rating  scale  to  indicate  their  perception  of  the  public 
relations  activities. 

3.  Provide  council  members  a  copy  of  pages  51-52  so  that  their  responses  to  the 
questions  may  be  used  as  a  basis  of  discussion  as  the  group  moves  toward 
consensus  on  recommendations  relating  to  public  relations  activities.  A  limited 
amount  of  space  is  provided  for  members  to  jot  down  key  words  to  remind  them 
of  points  they  want  the  group  to  discuss.  The  secretary  should  record  a  summary 
of  the  responses,  instructor(s)  may  choose  to  ask  council  members  to  complete 
both  the  rating  scale  and  answer  the  questions. 

Responsibilities  of  the  Chair: 

1.  Submit  the  Summary  Report  and  Recommendations  form,  page  53,  accompanied 
by  appropriate  explanation  and  /or  documentation,  to  the  institution's  general 
advisory  council  or  appropriate  administrative  representative. 

2.  At  a  subsequent  meeting,  report  the  administrative  response  (page  60)  to  the 
council. 


as 


Agenda 
Council  Meeting  on  Public  Relations  Activities 

Call  to  Order 
Approval  of  Minutes 

Old  Business 

•  Report  of  response  to  previous  council  summary  Reports  and  Recommendations 

•  Other 

New  Business 

•  Coal:  Assess  puPlic  relations  activities 

•  Distribution  of  calendar  or  list  of  public  relations  activities 

•  Distribution  of  assessment  forms 

•  Discussion  to  reach  consensus  on  recommendations 

•  Summarize  information  for  the  Summary  Report  and  Recommendations 

•  Other 
Adjourn 
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Public  Relations  Activities 


Council  Meeting  No. 


Program: 


instructor(s): 


instructions:  Please  rate  the  following  items  according  to  your  perceptions.  Circle  the  number 
from  1  to  5  that  appropriately  describes  your  assessment  with  1  being  low  and  5  high. 


1.  Prospective  students  and  parents  are  informed  of  career 
opportunities  available  after  completing  the  program. 

2.  information  about  the  program,  including  career 
opportunities  upon  graduation,  is  given  to  school 
counselors  and  other  staff. 

3.  General  information  about  the  program  is  disseminated  to 
the  public. 

4.  information  regarding  accomplishments  of  graduates  is 
publicized. 

5.  information  regarding  accomplishments  of  students  is 
publicized. 

6.  Information  regarding  accomplishments  of  staff  is 
publicized. 

7.  individuals  working  in  local  business/ industry  are  informed 
of  their  opportunities  and  responsibilities  in  the  education 
of  students,  such  as  providing  training  stations,  field  trip 
sites,  and  advice  to  individual  students. 

8.  The  advisory  council  helps  publicize  the  program. 

9.  Individual  recognition  is  provided  to  students  when 
possible. 

10.      A  variety  of  communication  media  is  used  to  publicize  the 
program. 


2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 

2  3  4  5 


2       3       4       5 
2       3       4       5 

2       3       4       5 
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Public  Relations  Activities 


Program: instructor(s): 


1.     What  are  some  public  relations  activities  which  would  recognize  students,  staff, 
and  graduates? 


2.     How  can  prospective  students  and  parents  be  made  aware  of  career  opportunities 
available  after  completing  the  program? 


How  should  general  information  about  the  program  be  disseminated  to  the 
public? 
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What  activities  might  be  used  to  inform  individuals  working  in  local 
business/industry  of  the  opportunities  and  responsibilities  in  the  education  of 
students,  such  as  providing  training  stations,  field  trip  sites,  and  advice  to 
individual  students? 


5.     how  might  public  relations  be  improved  with  counselors  and  other  staff  members 
who  have  an  impact  on  recruitment  of  students? 


6.     How  could  the  advisory  council  assist  with  public  relations  efforts? 
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Summary  Report  and  Recommendations 


Program: . Date: 

Council  Chair: 

Review  of  Assessment  of  Public  Relations  Activities 
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Coal:  Council  Meeting 

Assess  instructor  inservice  and  Professional  Activities  No.  7 


Explanation: 

The  purpose  of  this  exercise  is  to  stimulate  ideas  and  obtain  suggestions  for  research  and 
professional  activities  of  instructors.  Keeping  up  to  date  when  technical  changes  are  occurring 
so  rapidly  is  a  problem  for  most  vocational  instructors.  After  the  council  reaches  consensus, 
its  recommendations  are  submitted  to  the  institution's  general  advisory  council  or  the 
appropriate  administrative  representative. 


Responsibilities  of  the  Instructor(s): 

1.  Give  council  members  an  agenda.  A  sample  agenda  for  this  meeting  is  on  page  55. 

2.  Complete  the  rating  sheet  on  page  56  as  a  self-study;  or,  as  an  alternative, 
provide  council  members  the  rating  scale  to  indicate  their  assessment  of 
instructor  inservice  and  professional  activities. 

3.  Provide  council  members  a  copy  of  pages  57-58  so  that  their  responses  to  the 
questions  may  be  used  as  a  basis  of  discussion  as  the  group  moves  toward 
consensus  on  recommendations  relating  to  instructor  inservice  and  professional 
activities.  A  limited  amount  of  space  is  provided  for  members  to  jot  down  key 
words  to  remind  them  of  points  they  want  the  group  to  discuss  The  secretary 
should  record  a  summary  of  the  responses,  instructor(s)  may  choose  to  ask  council 
members  to  complete  both  the  rating  scale  and  answer  the  questions. 

Responsibilities  of  the  Chair: 

1.  Submit  the  Summary  Report  and  Recommendations  form,  page  59,  accompanied 
by  the  appropriate  explanation  and/or  documentation,  to  the  institution's  general 
advisory  council  or  appropriate  administrative  representative. 

2.  At  a  subsequent  meeting,  report  the  administrative  response  (page  60)  to  the 
council 
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Agenda 
Council  Meeting  on  instructor  inservice  and  Professional  Activities 

call  to  Order 
Approval  of  Minutes 

Old  Business 

•  Report  of  response  to  previous  council  Summary  Reports  and  Recommendations 

•  Other 

New  Business 

•  Coal:  Assessment  of  instructor  inservice  and  professional  activities 

•  Distribution  of  assessment  forms 

•  Discussion  to  reach  consensus  on  recommendations 

•  Summarize  information  for  the  Summary  Report  and  Recommendations 

•  Other 
Adjourn 
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Instructor  inservice  and  Professional  Activities 


Program 


instiiictor(s) 


Instructions:  Please  rate  the  following  items  according  to  your  perceptions.  Circle  the  number 
from  1  to  5  that  appropriately  describes  your  assessment  with  1  being  low  and  5  high. 


1.  Have  vocational  staff  been  enrolled  in  course  work  for 
credit  within  the  last  three  years? 

2.  Have  vocational  staff  participated  in  summer  institutes  or 
workshops? 

3.  Do  vocational  staff  attend  professional  meetings  or 
conferences  to  help  keep  them  up  to  date  in  their  field? 

4.  Do  vocational  staff  attend  conferences  related  to 
instruction  or  the  program  in  which  they  teach? 

5.  Are  adequate  resources  made  available  to  staff  to 
participate  in  professional  activities? 

6      is  release  time  made  available  to  staff  to  attend 
professional  meetings  and/or  inservice  programs? 

7.  is  there  an  organized  inservice  program  for  new  vocational 
staff? 

8.  is  there  an  organized  inservice  program  for  the  updating  of 
vocational  staff? 

9.  Have  vocational  staff  returned  to  business/industry/trade 
associations  for  work  experience  in  the  past  three  years? 

10.  is  there  evidence  of  adequate  resources-journals, 
periodicals,  trade  magazines,  recent  textbooks--to  assist 
staff  in  keeping  up  to  date? 

11.  Are  opportunities  for  staff  to  visit  business/industry  and/or 
similar  programs  in  other  schools  provided  as  a  part  of 
inservice  education? 

12.  Do  eligible  staff  have  membership  in  the  national 
organizations  representing  their  discipline? 

13.  Do  eligible  staff  have  membership  in  the  state 
organizations  representing  their  discipline? 

14.  Do  eligible  staff  have  membership  in  the  local  organizations 
representing  their  discipline? 

15.  Are  statewide  leadership  positions  held  by  members  of  the 
instructional  staff? 

16.  is  the  instructional  staff  supported  and  encouraged  to 
participate  in  state  and  local  organizations? 
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instructor  inservice  and  Professional  Activities 


Program:  instructor(s): 


What  meetings,  conferences,  or  conventions  do  you  suggest  that  vocational  staff 
attend  to  help  them  keep  up  to  date  in  their  field?  if  known,  please  list  the 
contact  person? 


2.     What  summer  institutes  or  workshops  would  you  recommend  that  staff  attend? 


3.     Can  you  suggest  businesses/ industries/trade  associations  which  might  provide 
opportunities  for  vocational  staff  to  gain  additional  work  experience  to  help  them 
keep  up  to  date  in  their  field? 
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Which  journals,  periodicals,  and/or  trade  magazines  do  you  consider  most 
important  for  vocational  staff  and  students  to  read?  Which  are  for  staff,  which 
are  for  students  and  which  are  for  both? 


in  which  trade/business/professional  organizations  do  you  suggest  vocational  staff 
maintain  membership? 


6.     What  suggestions  do  you  have  in  areas  other  than  those  above  for  inservice  and 
professional  activities? 


58 


Summary  Report  and  Recommendations 


Program: Date: 

Council  Chair: 


Review  of  Assessment  of  Instructor  Inservice  and  Professional  Activities 
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Administrative  Response 

Council  members  deserve  to  know  their  recommendations  have  been  considered  On  the 
other  hand,  council  members  must  always  remember  their  recommendations  are  advisory 
and  it  may  not  be  feasible  to  implement  all  recommendations  as  presented  Following  a  review 
of  each  Summary  Report  and  Recommendations,  the  response  to  the  recommendations  should 
be  reported  to  the  council.  The  response  may  take  one  of  the  following  forms: 

1. 


Adoption  of  the  recommendation(s)  as  presented. 

Adoption  of  the  recommendation(s)  with  modifica 
modification  should  be  reported. 

Rejection  of  the  recommendation(s)  with  the  reasons  for  the  rejection. 


2.     Adoption  of  the  recommendation(s)  with  modification  Reasons  for  the 
modification  should  be  reported. 


Administrative  Response 

Council  members  deserve  to  know  their  recommendations  have  been  consid- 
ered. On  the  other  hand,  council  members  must  always  remember  their  recommen- 
dations are  advisory  and  it  may  not  be  feasible  to  implement  all  recommendations  as 
presented.  Following  a  review  of  each  Summary  Report  and  Recommendations,  the 
response  to  the  recommendations  should  be  reported  to  the  council.  The  response 
may  take  one  of  the  following  forms: 

1 .  Adoption  of  the  recommendation(s)  as  presented. 

2.  Adoption  of  the  recommendation(s)  with  modification.  Reasons  for  the  modi- 
fication should  be  reported. 

3.  Rejection  of  the  recommendation(s)  with  the  reasons  for  the  rejection. 


Resources 

So  You've  Been  Asked  to  Serve  on  a  Local  Advisory  committee 

Available  from:    Montana  Council  on  vocational  Education 
Executive  Management  Building 
1228  — 11th  Avenue 
Helena,  MT  59620 
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450  copies  of  this  public  document  were  published  at  an  estimated  cost  of  $2.50 
per  copy,  for  a  total  cost  of  $1,1 25.00  which  includes  $1,1 25.00  for  printing  and  $.00 
fordistribution. 


